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Navigating to Dashboards 
Primary Timesheet Group 

Manager Tasks > Employee Timesheets > Primary > Go! 

 

 Displays timesheets for employees you directly supervise or are the primary Payroll Coordinator 
for. 

Backup Timesheet Group 

Manager Tasks > Employee Timesheets > Backup > Go! 

 

 Displays timesheets for employees you support as a delegate supervisor or payroll coordinator 
so you can review timesheet data in the absence of the primary supervisor or coordinator. 
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Managing Validation Errors & Warnings Throughout the Pay Period 
Accessing Errors/Warnings 

 If there are ValidaƟon Errors or ValidaƟon Warnings, there will be a red link on the dashboard. 
When you click the link, it will display the employees that have errors. 

 

Validation DiƯerences 

 ValidaƟon Errors 

o Must be corrected before Ɵmesheets can be locked 

 ValidaƟon Warnings 

o Should be reviewed, but can remain if confirmed as accurate 

Correcting Warnings and/or Errors: 

1. Click into the employees Ɵmesheet and locate the error indicator and hours reflected in red on 
the affected day of the employees Ɵmesheet:   
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2. Click the day to review and verify the data (warnings) or correct the issue (required for errors). 
You can see on this Warning example the hours are more than 8 for the day. The explanaƟon of 
the warning appears at the boƩom of the page in red font.  

This shiŌ warning could be correct if the employee works more than 8 hours a day.  

If so, disregard and move on. If not, then the employee overesƟmated the leave Ɵme necessary 
for the day. Adjust the leave to account for the actual Ɵme needed. 
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o Once corrected, the error indicator on the Ɵmesheet disappears and hours return to 
black 

 

 

Additional Resource: 

For a spreadsheet view of errors/warnings, use the Job Aid – ValidaƟon Timesheet Report  
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Reviewing Timesheets at the End of the Period 
Not Completed 

 If the link is red, then there are Ɵmesheets not completed by the employee. The number on the 
right shows the total number of uncompleted Ɵmesheets. 

Not Approved 

 If the link is red, then there are Ɵmesheets not approved by the supervisors. The number on the 
right shows the total number of unapproved Ɵmesheets. 

AcƟon: Click the links for the “Not Completed” and “Not Approved” to view the list of employees who 
have Ɵmesheets that have not been completed or approved. Follow up with the individuals to ensure 
the Ɵmesheets are finalized before they are locked each pay period. 

 

 

Enter, Approve, or Submit Prior Period Adjustments 
Enter or Approve Adjustments in TAL 

If prior periods need adjusƟng, you can adjust up to three prior periods. All Adjustments in TAL, require 
an approval. Both Supervisors and Coordinators can enter and approve adjustments.  

Use the TAL Supervisor Manual for instrucƟons on Prior Period Adjustments. 

For periods more than three periods in history, submit a TAL Adjustment Form to payroll-
services@ouhsc.edu. 
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Verify Adjustments are Approved 

Run Adjustment Status Report in TAL with “not approved” and “pending” selected.  

 

 

AcƟon: 

 If this report is blank, no acƟon is necessary.  
 Pending Approvals – see the TAL Supervisor Manual for detail instrucƟons: 

o Delete any adjustments started in error.  
o Approve any pending adjustments that are correct and ready for approval 

 

   


